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Import file Format: 
 
Column Field Name Notes Type/Length 
1 Location Optional Text/32 
2 City Optional Text/32 
3 Manufacturer Name *Required  Text/32 
4 Group *Required  Text/32 
5 Type *Required  Text/32 
6 Code *Required  Text/32 
7 Status *Required  Text/32 
8 Maintenance Type *Optional  Text/32 
9 Disposition *Optional Text/32 
10 Disposition Date Optional MM/DD/YYYY 
11 Software Version Optional Text/32 
12 No. Software Licenses Required—

Software Only 
Numeric 

13 Model Optional Text/32 
14 Serial Number ** Text/32 
15 Asset Tag Number ** Text/32 
16 Unit Cost Optional Currency 
17 Acquisition Date Optional MM/DD/YYYY 
18 Maintenance Vendor Optional Text/32 
19 Lease Number Optional Text/32 
20 Comments Optional Text/32 
21 Agency ***Optional 

(AFIS Code) 
Text/3 

22 Sub Organization ***Optional Text/32 
23 Inventory Year Required Numeric/4 (e.g. 

2001) 
*Must follow standard naming conventions —lookup table provided. 
**Either Serial or Tag Number is required for Hardware.   
*** When Agency and Sub Organization are not specified, the assets 
uploaded will be applied to the current select Agency and Sub 
Organization listed at top of the web page.  
 
 
Other Information: 
 
In most cases, there will be an “Other” option in required fields for 
information you don’t know. 
 
Save file as .csv (comma delimited file)  
 
Do not use double quotes (") or the pipe (|) characters in any of the  
fields.  
 
 
 


